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COUNTY OF SAN DIEGO 
Great Government Through the General Management System – Quality, Timeliness, Value  
DEPARTMENT OF HUMAN RESOURCES 
 
CLASS SPECIFICATION UNCLASSIFIED 

 
ASSISTANT COUNTY COUNSEL Class No.  002217 
 
 

 CLASSIFICATION PURPOSE 
 
Under administrative direction, to serve as principal assistant to the County Counsel in providing legal services to the Board of 
Supervisors, County officers, departments, courts, and special districts; to assist in handling special complex and high profile 
projects and assignments; and to perform related work as assigned by County Counsel. 
 
 

 DISTINGUISHING CHARACTERISTICS 
 
This is a one-position executive management class allocated only to the County Counsel’s Office.  The incumbent reports directly to 
the County Counsel, and is responsible for assisting the County Counsel in special assignments and projects of a complex nature. 
 
 

 FUNCTIONS 
 
The examples of functions listed in the class specification are representative but not necessarily exhaustive or descriptive 
of any one position in the class.  Management is not precluded from assigning other related functions not listed herein if 
such duties are a logical assignment for the position. 
 
Essential Functions: 
 
1. Provides assistance to the County Counsel with special high profile complex projects and assignments. 
 
2. Performs legal services in support of the County Counsel’s representation of the Board of Supervisors, county officers, 

departments, courts, and special districts. 
 
3. Prepares briefs, opinions, and other legal instruments. 
  
4. Provides assistance in support of the preparation of complex trials and appeals in significant cases in Federal and State courts; 

reviews and approves contracts, legal opinions, and other legal documents. 
  
5. Provides legal advice and information to the Board of Supervisors, Chief Administrative Office, Elected Officials, department 

directors, and representatives from other governmental agencies. 
  
6. Identifies operational problems and formulates appropriate solutions. 
  
7. Reviews and updates the contents of the County Counsel Legal Guide and Disciplinary Guide. 
 
8. Prepares reports and correspondence.  
 
9. Performs special legal research, studies, and projects for the County Counsel. 
 
 

 KNOWLEDGE, SKILLS AND ABILITIES 
 
Knowledge of: 

 
– Duties, powers, limitations, and responsibilities of a counsel to a government entity. 
– Federal and State statutory law and case law applicable to public entities in California. 
– California Rules of the County and related procedures of local, State and Federal courts. 
– Court proceedings, discovery techniques, jury selection, settlement practices, and other legal processes related to 

litigation/trail proceedings. 
– Methodologies of legal research. 
– Principles and practices of supervision and training. 
– General Management System (GMS) in principle and in practice. 
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Skills and Abilities to: 
 
– Perform special projects of a highly complex nature. 
– Provide legal services to the Board of Supervisors, county officers, departments, courts, and special districts. 
– Draft ordinances, briefs, opinions, and other legal instruments. 
– Represent the County and other governmental agencies in litigation in Federal and State courts. 
– Review and approve contracts, legal opinions, and other legal documents. 
– Identify and resolve departmental operational problems. 
– Prepare executive-level correspondence and reports. 
– Prepare and give public presentations on the department’s activities, functions, and issues. 
– Establish and maintain effective working and diplomatic relations with staff, the public, and representatives from 

governmental, industry, media, and other agencies. 
 
 

 SPECIAL NOTES, LICENSES, OR REQUIREMENTS 
 
License 
1. Active membership and in good standing with the State Bar of California. 
 
2. A valid California Class C driver’s license is required at time of appointment, which must be maintained  

throughout employment in this class, or the ability to arrange transportation for field travel.  Employees in this class may be 
required to use their personal vehicle. 

 
Certification/Registration  
None Required. 

 
Working Conditions   
Office environment; exposure to computer screens. 

 
Background Investigation   
Must have a reputation for honesty and trustworthiness.  Misdemeanor and/or felony convictions may be disqualifying depending on 
type, number, severity, and recency.  Prior to appointment, candidates will be subject to a background investigation. 

 
Persons serving in positions in the Unclassified Service do not accrue tenure and serve at the pleasure of the appointing 
authority (Charter of the County of San Diego Section 909.2). 
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